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JOB PERFORMANCE/ATTENDANCE RECORD

Employee:

JANUARY

S MTWT F S

1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

MAY

S MTWT F S
1 2 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

SEPTEMBER

S MTWT F S
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

FEBRUARY

S MTWTF S

1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28

JUNE

S M TWTF S

1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
2136 17 18 19 20 21 22
0 24 25 26 27 28 29

OCTOBER

S MTWT F S

1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

Supervisor:

MARCH

S M TWTF S

1 2
3 4 56 6 7 8 9
10 11 12 13 14 15 16
2’!‘7 18 19 20 21 22 23
1 25 26 27 28 29 30

S MTWT F S

1 2 3 4 5 6
10 11 12 13
17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

NOVEMBER

S M TWTF S

1 2
3 4 56 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

7 8 9
14 15 16

>
)

»> - Im

R
S M w
1 3

N -

F S
5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20

21 22 23 24 25 26 27
28 29 30

AUGUST

S MTWTF S

1 2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

DECEMBER

S MTWT F S
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

SITUATION DESCRIPTION AND SITUATION DESCRIPTION AND
DATE | ACTION TAKEN, IF NECESSARY DATE | ACTION TAKEN, IF NECESSARY
(Continue Documentation On Back)
O Outstanding Performance E-A-S Acknowledge good performance
m  Sick AN reqularly. Take corrective action
X Tardy ﬁ every time there is a major or
e On-The-Job Problem repeated minor problem.
[l Unscheduled Vacation Leave {})?(ELLQQNE Be fair. Be consistent.
# Unauthorized Absence
Olympia E.A.S. Seattle E.A.S. Spokane E.A.S.

(360) 753-3260

(206) 281-6315

Pweashmglon State Department ofl

(509) 482-3686



DATE

SITUATION DESCRIPTION AND ACTION
TAKEN, IF NECESSARY

DATE

SITUATION DESCRIPTION AND ACTION
TAKEN, IF NECESSARY




